
To: Adams, Darryi[Adams.Darryl@epa.gov] 
Cc: Rothery, Deirdre[Rothery.Deirdre@epa.gov]; Morales, Monica[Morales.Monica@epa.gov]; 
Smith, Claudia[Smith.Ciaudia@epa.gov] 
From: Ostendorf, Jody 
Sent: Mon 2/8/2016 10:22:31 PM 
Subject: U&O FIP- Process Clarification for OAR Review 

'''' 
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From: Wortman, Eric 
Sent: Friday, February 05,2016 2:14PM 
To: Air Program Managers- Regions 
Douglas 
Eakin, Amy 
David 
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Cc: Cyran, Carissa McCoy, Britney 
Adams, Darryl Panos, Christos 
Niloufar Stewart, Lori 
Subject: Regional Actions for AA or Administrator Signature - Process Clarification for OAR 
Review 

APMs & former Reg Tracker contacts, 

I'd like to clarify the tracking process for regional actions that require headquarters review and 
signature at the AA or Administrator level. In an effort to streamline the process, we eliminated 
the use of the regional reg tracker last fall and I also wanted to inform you that we are 
discontinuing the use of SCOUT. ADP Tracker is the now the primary tracking system for 
upcoming actions that require AA or Administrator signature. Please review the information 
below and ensure that your region is following the appropriate guidelines for any upcoming 
regional actions that will require AA or Administrator signature. 

V All actions that require AA or Administrator review and signature need to be entered into 
ADP Tracker, a lotus-notes database. Although the Office of Policy (OP) can enter actions into 
ADP Tracker for you, it is recommended that each region have a couple people with access to 
ADP Tracker. Here is the link to the ADP Tracker database: Darryl Adams in 
the Office of Policy (OP) can assist with entering information into ADP Tracker. Regions should 
contact Darryl after a draft action has been entered into ADP Tracker and he will approve the 
entry. 

V In addition to working with Darryl Adams in OP, regions need to coordinate package reviews 
with the OAR Immediate Office (IO). Typically, the OAR IO requires a 2 week timeframe for 
review and then will help coordinate a 2 week review with OP. OAR prefers to have an advance 
copy of the action prior to the formal package submittal for Debbie Jordan or Joe Goffman to 
review before the AA's official review, which typically occurs 2 months out from signature date. 
Note that it is also possible to do concurrent reviews with the OAR IO while OGC and/or 
OAQPS is reviewing the package. The current OAR IO contact for tracking rule packages is 
Carissa Cyran. I would also include Lori Stewart (Janet's Chief of Staff) on any correspondence 
and Kristien Knapp (Administrators assistant that helps tracks OAR rule packages for 
Administrator signature). 

V Attached is a "Quick Tips" document with more information, as well as a current template for 
the Action Memo. Please use this document as a guide when writing action memos in 
preparation for signature. 

The main goal here is to keep headquarters in the loop on upcoming regional actions for 
planning purposes, especially if an expedited review or a court ordered deadline is required. 
Please let myself, Carissa Cyran, or Darryl Adams know if you have any questions. 

Eric 
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Eric Wortman I OAR Lead Region Coordinator 

U.S. Enviromnental Protection Agency- Region 8 

1595 Wynkoop Street (8P-AR), Denver, Colorado 80202 

Telephone: (303) 312-6649 Email:~~=~~=='-'-
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